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Roytronic 


ROVYTYPE CLEAN CARBON PAPER 


Especially suitable for use 





\e/ | | 
WON’T SMUDGE 
\ 





WON’T SLIP 


with Electric Typewriters 





WON’T CURL 












Let Mr. Roy Type show you 


how... 


one carbon paper solves three problems 


1. Slipping—elimmnated by Roytronic’s non-slip coating 
...now youcan make nine or more carbons without slip- 
ing—even in fast acting electric typewriters. 
2. Curling—eliminated by Roytronic’s new plastic back- 
ing... stays straight and flat regardless of temperature 
or humidity. Work goes faster and no copies are spoiled 
by accidentally curled carbon paper. 
3. Smudging—eliminated by Roytronic’s new ink for- 
mula containing imported Carnauba wax. No more 
“treeing,” roller marks or other smudges. 

Mr. Roy Type invites you to try the one carbon 
paper that eliminates the three common carbon probleins 
—ROYTRONIC®. 


did you Know... 


that Roytype makes over 1,000 different kinds of 
typewriter and tabulator ribbons? To be sure you’re 
usihg the right one for the kind of work you do, talk 
it over with the Roytype Representative who calls on 
you. He’s studied all office jobs thoroughly. His 
knowledge can be a big help to you. Use it! 


“THE BEST MAN TO DO BUSINESS WITH IS 
THE MAN WHO KNOWS HIS BUSINESS” 





For Free Sample, telephone Mr. Roy Type at the local 
Roytype office or send the coupon, with your company 
letterhead, to his home office. 


ROYTYPE? carbon papers, ribbons, quality 
supplies for all business machines 
Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters. 
: MAIL THIS COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE, c/o Royal McBee Corporation, 
Department 0, Port Chester, New York 


* © Send me FREE samples of new ROYTRONIC Carbon Paper. 


D Say, what’s this about Roytype Creamee, a hand lotion for 
office use? Please send information about it. 


Your Name. 





Firm Name. 





: Street Address 





City Zone State. 
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ELECTRAMATIC...the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone anama -Heavel 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 


has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. 


Do yourself a favor—try “SELECTRAMATIC.” 
Call vour Panama-Beaver man, always a live wire! 
‘ ALWAYS SEND A “TIMESAVER” COURTESY CARBON COPY 


MANIFOLD SUPPLIES CO. 
Brooklyn, New York 
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“... Every Man a Debtor 


to His Profession...” 


@ Spring is here! The dazzling colors of the first spring 
flowers are a joy to behold. Another certain indication 
that spring is here is the first robin whose appearance 
will be followed shortly by a multitude of other birds 
whose sweet songs will fill the air. At this season of 
the year everything suddenly seems to COME ALIVE. 

Homemakers utilize this season for thorough house 
cleaning. In their desire to do their jobs to the best of 
their abilities, they seem to ruthlessly attack dust and 
dirt, from attic to cellar. Wornout, useless and out- 
grown articles are discarded in the process. Faded 
draperies are replaced with brightly colored ones, 
shabby furniture is remodeled, recovered or replaced. 

This is also an ideal time for NSA members to do 
some thorough “house cleaning.” Replace those worn- 
out items with sparkling new ones, discard the useless 
and outgrown articles and in their places provide 
bigger and better things. 

What about those worn-out excuses which have been 
used to keep you from participating in NSA activities? 
“T’m too busy,” or “My job is so demanding,” or even 
“T would like to, but I couldn’t possibly do the job as 
well as it has been done.” These feeble excuses have 
become completely threadbare. 

The requirements for membership in NSA demand 
that the applicant be actively engaged as a secretary. 
Therefore, it is logical to assume that all of the other 
members are busy also. No doubt it is also safe to as- 
sume their jobs are demanding too. Any member who 
volunteers to accept an assignment should be able to 
expect to receive helpful suggestions from the previous 
officers or chairman who capably handled it. With that 
counsel and guidance and your enthusiasm and willing- 
ness it is quite possible you could do even a better job. 
At least it is worth trying. Remember, often the ex- 
perience gained from a job well done for NSA proves 
to be a decided asset in completing a similar assign- 
ment for your employer. 

In proceeding with our “house cleaning’ it is es- 
sential to discard those useless articles, such as unjust 
criticism and lack of interest. Of course it will be neces- 
sary to provide as replacements constructive sugges- 
tions and sincere enthusiasm. 

If our “house cleaning” project is to be accomplished 
to the best of our abilities, those outgrown items must 
be replaced. Members who have capably held chapter 
offices and served as committee chairmen and mem- 
bers should accept responsibilities, when possible, and 
make their contributions to the division and on the 
international level. 

Springtime is the right time to awaken to the possi- 
bilities there are for you to contribute your talents and 
suddenly you will find you are actually gaining so 
much more fun from your membership. Come Alive. 
Spring Is Here! 
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d at the Arthur Murray School of 
Dress by Frank Adams of Deb Time 


thanks to her ReminGcTon® Electric Typewriter 


And no wonder—electricity does the work— 

helps today’s smart women of letters turn out 
such truly beautiful work in so little time, 

with so little effort and so pleasing to the boss. 


Remington. Fland 


DIVISION OF SPERRY RAND CORPORATION 

















(Pre-Convention Tour) 


New York! New York! = 
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iis 
It’s a Wonderful Town!” ila 


Join NSA for a 
FABULOUS WEEKEND 


Friday, July 15-Sunday, July 17 


Deluxe Accomodations: Two nights at the Gotham Hotel (twin bed and 
bath). Complete Breakfast served in the dining 
room or your room. 


Friday Evening: The Latin Quarter — enjoy a roast beef dinner, 
dancing, floor show (tax and tip included). 


Saturday Afternoon: Choice of one of these fascinating tours 
¢ United Nations Building 
¢ Rockefeller Center Observation Tower 
¢ Yacht Cruise around Manhattan Island 


Saturday Evening: Top Broadway Show . . . Orchestra Seat at your 
choice of Musical, Drama or Comedy. 


Sunday Afternoon: Radio City Music Hall 


PLUS: One-Way Plane fare to Pittsburgh 
Transportation from New York Airport to Hotel 
and from Pittsburgh Airport to Hotel 




















wY a 
Mrs. Jen Scoletti ; 
208 North Homewood Avenue | 
Pittsburgh 8, Pennsylvania | 
RESERVATIONS ARE LIMITED! Please make a reservation for me for the July 15-17 week- 
' | end in New York. My preference for Saturday afternoon | 
MAKE YOURS TODAY! is Type of Broadway Show | 
A deposit of $25 assures your reser- I prefer is Deposit | 
vation. Mail the blank with your of $25 is attached. ____ I’m enclosing the full amount. | 
check no later than May 1. Balance | 
of $54 due no later than June 1. NAME ae - £ 
ADDRESS 
CITY __ZONE___ STATE | 
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Pttsburgh IS WAITING TO WELCOME YOU 
| the 15th - ee USA 5 eee Cassie 


In Pittsburgh you will meet friendly 
people and boundless hospitality. You 
will find yourself in a gay, pleasant 
atmosphere—where a touch of his- 
tory has been perfectly blended with 
an air of confidence in the future. 

The city enjoys excellent rail pass- 
enger service through the facilities of 
the Baltimore and Ohio, Pennsyl- 
vania, and Pittsburgh and Lake Erie 
Railroads. Pittsburgh may be reached 
by air through six domestic trunk 
carriers, including American, Capi- 
tal, Eastern, Northwest, TWA and 
United—plus Allegheny and Lake 
Central. More than 46 different 
streetcar and bus lines stream into 
the area. For those who prefer to 
drive their own cars, excellent high 
ways lead into Pittsburgh from all 
directions. 

The new Pittsburgh Hilton Hotel 
will headquarter our convention and 
you will also find excellent accomo- 
dations in the cities’ other leading 
hotels: Carlton House, Fort Pitt, 
Penn-Sheraton, Pittsburgher, Pick- 
Roosevelt, Sherwyn, and Webster 
Hall. Excellent motels may be found 
in and immediately around the city. 

Whether you are attending the 
convention as a delegate, alternate 
delegate, or member, Pittsburgh as- 
sures you of Better Learnings, Better 
Letters, and Better Living. 

You owe it to yourself as a mem- 
ber of NSA to further your know- 
ledge of your Association; you owe 
it to yourself as a secretary to fur- 
ther your knowledge of your pro- 
fession by attending. Here you will 
have an opportunity to meet and talk 
with secretaries from the 50 United 
States, Canada, Puerto Rico, and 
Mexico. Pre-convention forums will 
be provided for your education and 
pleasure. By attending the At Your 
Service panel you may obtain infor- 
mation about any phase of your As- 
sociation. Outstanding speakers may 
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be heard throughout the convention. 
The April and May issues of The 
Secretary will carry Convention Reg- 


tions Forms. 


istration Forms and Hotel Reserva- 


Make your plans now to attend. 
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| SHIPPING CLERKS 


have theirs 














PLAYERS 


Now A.W.Faber gives Secretaries 


STENOSTIE> 


—especially designed for shorthand 


What makes STreNnoStTik different from the rank-and-file 
ball pens some girls are using? 

A long, slim tappered grip that gives comfortable trac- 
tion and allows a Secretary to take shorthand by the hour 
without fatigue or finger cramps. STENOSTIK is light as a 
feather and perfectly balanced. The smooth, sure-flowing 
ink supply never skips, clogs or clots. It’s a joy to use. 

STENOSTIK and its famous sister product, ERASERSTIK 
are dependable standbys for professional Secretaries. If your 
Stationer doesn’t have them in stock, write to us and please 
give us his name. 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 
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(A Speech before the 1959 Tennessee Division Meeting) 


HOW 10 Uf. 
THE POST OFFICE 


With only ten per cent of the 
world’s population, America sends 
and receives more mail than the rest 
of the world combined. In spite of 
this many business firms do not have 
the efficient mail service they might 
simply because they are unfamiliar 
with the post office, and with the 
services it offers. 

As secretaries, you occupy im- 
portant positions in the fast com- 
munication system necessary to 
transact today’s business. Your post 
office is anxious that your mail be 
dispatched and received in the most 
expeditious manner, and the way to 
get the most benefit from your post 
office is to know what to do. Your 
post office will gladly furnish infor- 
mation on any mailing problem you 
may have and will welcome the op- 
portunity to be of service to you. 

The first and most important step 
in getting your mail to its destination 
is to be sure the address is correct. 
Be certain, also, your address is 
clear, readable, and complete. Clerks 
are trained to read “up” in the ad- 
dress because the first separation of 
all mail is to determine the city 
where the mail is going; therefore, 
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by Lewis E. Moore, Postmaster 


it is important to have the parts of 
the address in proper sequence. Most 
postal employees are experienced, 
but in post offices where there is a 
considerable turn-over in personnel, 
your mail may be returned because 
of failure to have the correct address. 
No directory service is provided. 

It is also important that you show 
your return address on the envelope. 
If you have a post office box, be sure 
to include the box number in your 
return address and your letterheads. 
This will eliminate delays at the de- 
livery office and will insure the re- 
turn of your mail in the event it is 
undeliverable. 

In addition to having your letter 
correctly addressed, zoning is one of 
the most important steps in expedit- 
ing your letter through the post of- 
fice. By using zone numbers in your 
addresses, one separation of the mail 
is eliminated. Too, inexperienced 
clerks are able to distribute zoned 
mail rapidly and accurately. 

Pre-gummed labels for “local” and 
“out-of-town” mail are available at 
your post office. Separating mail into 
local and out-of-town bundles will 
allow your mail to go directly to the 


Nashville, Tennessee 


canceling machine, bypassing one 
tedious hand operation. Your mail 
goes immediately to the primary 
cases for separation; and in some 
instances, this may speed delivery of 
your mail by as much as 24 hours. 
Your post office will be happy to 
furnish these labels upon request. 


Many times you can insure faster 
arrival and delivery of your mail if 
you will make deposits of your mail 
at several times during the day. Most 
post offices receive at least 75 per 
cent of the day’s mail during late 
afternoon or early evening hours. 
This creates serious jams at the post 
offices. If firms deposited a portion 
of their mail earlier in the day—at 
noon, for example—their mail would 
be dispatched hours earlier; and in 
some instances, received at its des- 
tination 24 hours earlier. 

Pamphlets on almost any postal 
service are available on request to 
your postmaster. Among these pam- 
phlets are “Domestic Postage Rates 
and Fees’, “Postal Zone Directory”, 
“Dispatch of Mail Schedule”, and 
“Proper Method of Wrapping Pack- 
ages, etc.” 
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NO IFS... ANDS...or BUTS - 


Verifax copies anything you write with! 


Makes no difference if you write with ball point or fountain pen, pencil or crayon— 
a Verifax Copier takes all kinds of writing, typing, and printing in stride. 

Gives you 5 dry, easy-to-read copies in 1 minute for 2/2¢ each... copies 

which are as accurate and long-lasting as the original. 












See how Kodak’s $99.50 Verifax Bantam Copier outperforms other | 
makes of copiers costing up to 4 times as much. Phone local VERIFAX BANTAM COPIER 
Verifax Dealer (see ‘‘Yellow Pages’’ under duplicating or photo- shown above : 
copying machines), or write Eastman Kodak Company, Business Oth dete A 
Photo Methods Division, Rochester 4, N. Y. +9 50 peng og 

Prices quoted are manufacturer's suggested prices and subject to change without notice. 4 








it: DOES MORE .. . COSTS LESS... 
or. MISSES NOTHING 



























a) he Secretary 






READERSHIP QUESTIONNAIRE 


By virtue of membership in NSA over 20,000 sec- 
retaries receive The Secretary monthly. Many non- 
member secretaries also subscribe. To provide a publi- 
cation of the highest standards, with content of interest 
and benefit to our many readers, The Secretary si<aff 
will appreciate your cooperation in completing this 
questionnaire. 


(Please type or write in ink) 






Suggestions for improvement in the general format, layou‘, 
and art work of The Secretary: 


Editorial suggestions or comments: 





Cover suggestions or comments: 


Suggestions or comments on monthly departments, news, 
and features: 


“...Every Man a Debtor to His Profession...” by 
the International Board of Directors; 


Certified Professional Secretary by Dean George A. 
Wagoner; 


CPS Library (Book Reviews) ; 


CPS Quickie Quiz; 


Monthly International Education Committee articles; 


Within NSA; 


Excerpts; 


Do you prefer the elimination or expansion of any monthly 
departments, news, features? 


What monthly departments, news, and features would you 


like added? 


What length articles do you prefer? 
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Do you enjoy series articles running from three to six 
months? 


Is The Secretary discussed at your chapter meetings or 
used in chapter study courses? 


Do you retain copies of The Secretary for future reference? 


Do you circulate The Secretary to non-member secretaries 
in your office? 


Do you find items in The Secretary that assist you in your 
job? 


What articles in recent issues have you considered out- 
standing? 





What articles in recent issues have you considered least 
interesting? 


What specific subjects or articles would you like covered 
in The Secretary? 


Suggestions or comments on policies and procedures: 
Refer to page ...., September. 





Other Remarks: 


Signature (Voluntary) 
Address 
Chapter 
District 


Please advise District even though you omit Signature. 


Mail completed questionnaire to: 


MRS. SHIRLEY ENGLUND 
Editor, The Secretary 
10214 Crane Road 
Kansas City 34, Missouri 
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Even the margins are set electrically! On the brilliantly styled Underwood Documentor 


electric typewriter you'll find right and left carriage return keys, margin setting key, as well as tabulator set and clear keys all in 


the keyboard area. Margin stops are moved with electric power and speed. These features, with ultra-fast key response, are impor- 
tant to top-notch typists. Distinctive? To be sure—like all the Underwood office time-savers in the most complete line of business 


machines in the world! This is Visioneering—the ability of Underwood to foresee your particular problem and help you solve it. 


underwood 


Underwood Corporation * One Park Ave. * New York 16, N.Y. 


Electric, Standard, and Portable Typewriters; Adding and Accounting Machines; Data Processing Systems; Filing Systems; Supplies; Electronic Systems and Components 

















Wi Every good secretary knows good 
personal grooming is one of her best 


business assets. From the day she 
first walked into her boss’s office to 
apply for her job, to the last impec- 
cable letter she turned out at quarier- 
to-five last evening, a five-letter word 
signifying cleanliness was one of the 
most important in her career: Water. 


She uses it a hundred times a day 
from early morning tub and _ tooth- 
brushing, through countless hand 
scrubbings to remove the carbon 
smudge during busy office hours, to 
last minute sudsing of dainty nylons 
at night. Water: a magic word that 
may seldom spell itself out in her 
smartly coifed head on her speedy 
typewriter, yet a priceless fluid, vital 
to career and to life itself. 


If she is (and 50 per cent of NSA 
members are) in that group of Ameri- 
can secretaries who double as home- 
makers, an ample supply of good, 
clean water is indispensable to her 
household management. It’s quite 
likely that, from time to time, she 
puckers her pretty brow and grumbles 
a bit when summertime water short- 
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ages bring community bans on lawn 
watering and car washings. 


If she happened to live in Dallas, 
Texas, a few summers ago, she may 
have been among those who stood in 
lines at corner drug stores to buy 
distilled water for household use at 
50 cents a gallon. A long severe 
drought had spread alarm throughout 
the mid- and southwest. Normal rain- 
fall eventually relieved the acute 
water shortage, but Dallas became a 
symbol of what can happen when 
water sources dry up or become too 
polluted for use. It focused attention 
on the enormity of water problems 
facing our nation today, for water 
uses are accelerating at such speed 
and volume that, on every hand, we 
daily hear or read expressions of 
concern. 


Still, many of us rarely give a pass- 
ing thought to our “city water’ if we 
are part of the great mass of urban 
dwellers. We simply take water for 
granted. Yet, in Good Housekeeping 
magazine (January 1960) we read, 
“Every time you turn on your faucet 
you are committing an act of faith. 


The Author: Mrs. Stuckey is Women’s 
Activities Consultant, Division of Water 
Supply and Pollution Control, Public 
Health Service, Bureau of State Services, 
United States Department of Health, Edu- 
cation, and Welfare, Washington 25, D. C. 


by Sherrod B. Stuckey 


You believe the water you give your 
child to drink, the water with which 
you cook and wash your dishes is fit 
for human use. Don’t take it for 
granted.” 


Such warnings have been made 
necessary by the age in which we 
live. Back in 1900 when we were a 
nation of 76 million people, mostly 
rural families, we used but 41 billion 
gallons of water a day. Waste dis- 
charges to streams were commen- 
surately smaller. Now we have grown 
with unexpected rapidity to 180 mil- 
lion, with two-thirds of us congre- 
gated in cities or suburbs. We use a 
staggering 280 billion gallons of water 
daily, and the streams can no longer 
assimilate the myriad wastes of man- 
kind. 

New patterns in home life have 
stepped up domestic use of water. In 
addition to modern plumbing, hun- 
dreds of new devices for easier living 
—electric refrigeration, air condition- 
ing, automatic washing machines, 
backyard swimming pools—call for 


(Continued on Page 18) 
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The other 50 weeks are richer for the two you spend abroad. 





A wide, sweeping assortment of Caribbean Islands— 
served fastest by Pan Am Jets 


Vacationtime is any time you have 
the urge to go... now that Pan Am 
is flying Jets to Bermuda, Nassau 
and the Caribbean. 


Choose your favorite Tropic Isle. 
You can be there in just a few magic 
hours! It’s never been so easy to “get 
away” for a weekend change of pace 
or even a longer, more delightful 
holiday. 


Only Pan Am offers Jets from 
New York to Bermuda, Nassau, 
Puerto Rico, the Dominican Repub- 
lic; and from Miami to Puerto Rico. 
Round-trip tourist fare from New 


York is only $105 to Bermuda. Or, 
pay just 10% down on the Pan Am 
Pay-Later Plan. Call your Travel 
Agent or nearest Pan Am office. 


If you join the New Horizons* 
Club, designed especially for busi- 
ness women, you will have all of 
these benefits when you travel over- 
seas: 

Discounts on perfume, leather goods, etc. 
Reservations at low-cost hotels 

Specially arranged sightseeing tours 
Admission to selected clubs 

Best available seats to theater and opera 
Introductions to other club members 


Mail coupon now. 
*Trade-Marks, Reg. U.S. Pat. Off. 


PAN AMERICAN 


WORLD’S MOST EXPERIENCED AIRLINE 








— 
New Horizons Club 

Pan American World Airways 

Dept. 10, P. O. Box 2255, N. Y. 17, N. Y. 


( Please send me FREE Pan Am’s World- 
Wide Holiday Tour Guide & colorful 
brochure on Jet Clippers*. 

O Enclosed is $2 for membership in New 
Horizons Club. I'll receive (in addition 
to the above): 

¢« New Horizons Club membership card and 
in. 

. no of New Horizons World Guide. 

*« Handsome World Map suitable for framing. 

¢ Information about the special Club tours. 


NAME 





ADDRESS 





CITY. STATE 




















GOODWILL 


Invisible — Intangible — Indispensable Asset 


@ The rules outlined in this article 
for achieving and maintaining good- 
will are the conclusions reached after 
observing successful and happy peo- 
ple over the years. 


It goes without saying none of 
us can be happy and successful with- 
out the approval of others. Not many 
of us have all the sterling qualities 
described in this exhortation, but 
they are valid nonetheless. 


The secretary has a duty to set an 
example of unfailing tact and cour- 
tesy in dealing with the public. She 
cannot afford to be indifferent, im- 
patient, rude, or haughty. More im- 
portant, the company cannot afford 
it. It will be much easier for us to 
overlook the quirks of our customers, 
patients, or clients if we will remem- 
ber that nine to five o’clock we are 
Susie Secretary, representative of the 
XYZ Company. Our time has been 
bought and paid for during these 
hours, and the employer has a right 
to expect that, along with the other 
duties we perform, we will act in such 
a way as to engender goodwill for the 
company,, not dissipate it. 


Office Harmony 


The secretary has another equally 
important responsibility, that of as- 
sisting in the maintenance of good- 
will of company employees toward 
each other. She must be a leader in 
creating harmony in the office, and 
harmony is nothing more than the 
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by Mrs. Beatrice P. Tuyt, CPS 


Southeastern Representative 


International Education Committee 


outgrowth of goodwill. In the office, 
as in marriage or any other relation- 
ship, we must work at goodwill to 
achieve it. Goodwill does not, like 
Topsy, just grow. The secretary must 
make more of an effort than the 
junior stenographer down the hall. 
Her responsibility is greater. Because 
of the secretary’s unique position in 
the office, she can often use her in- 
fluence when it seems necesary to do 
so. It is a tribute to her diplomacy 
and judgment when she is able to do 
this effectively, but in an unobstru- 
sive way. 


Loyalty 


As secretaries, we owe our em- 
ployers and companies loyalty. This 
is foremost and basic. If the employer 
truly does not deserve it, then one 
should seek employment elsewhere. 
It is personally degrading to work for 
a person one cannot respect. But, 
what if one has a good position with 
a good salary and does not want to 
give it up? Stick it out then, but pay 
the price. The price for the security 
desired is silence. Say nothing to 
discredit your employer. If he is as 
bad as you think, it is probable he 
will not be around very long. On the 
other hand, you may find some good 
qualities to offset the bad. 


Be nice to the little fellow in your 
daily contacts. Then he will not re- 
sent and impede your rise to the top. 
In fact, he will help to put you there. 


More people are pushed to the top 
by those below them than are pulled 
up there by a helping hand from 
above. A word of warning: Be sure 
your interest is genuine. If it is not, 
the other person will know it in- 
stinctively. 


Be Genuine—Be Yourself 

But, what if that true self is not 
good enough? It will be if you will 
let the best in you show through and 
develop it. Work on those bad habits. 
We all have them. Rid yourself of 
them, at least the worst, one at a 
time. Are you often moody and 
grouchy? Unless you are ill, there is 
little excuse for it. These are nothing 
more than bad habits. Instead, as- 
sume an attitude of cheerfulness. 
Maintain it a day at a time. Soon 
you will find that the cheerfulness 
you have been pretending has be- 
come real; the characteristic you have 
assumed has become your very own. 


Be Ambitious 


Do be ambitious, but do not be an 
opportunist. The poets notwithstand- 
ing, all is not fair in love and war, 
and, certainly, all is not fair in the 
business world and in our dealings 
with others. The end does not justify 
the means. It would be unrealistic 
to say that opportunists never rise 
to the top. Sometimes they do, but 
they are failures just the same. They 
have thrown away, with both hands, 
all the things that make life a happy 
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and meaningful experience. This is 
the high price of their “successs.”’ 


Accept People As They Are 


For the most part, we will do well 
to accept people as they are. We will 
be happier if we do. Our associates 
are not, and never will be, perfect. 
Are we not lucky this is so? If they 
were, they would not be likely to as- 
sociate with imperfect you and me. 
How many times have you heard 
someone say: “I know I’m not per- 
fect, but . . .” and then proceed to 
criticize another. In effect, that per- 
son is saying: “Her faults are worse 
than mine.” But are they? Doubtless 
they seem so, but what is the con- 
clusion of an unbiased onlooker? 
One’s faults may certainly be differ- 
ent from those of Mary Jones, but 
it is a matter of opinion as to whose 
faults are the most objectionable. It 
is hard to be objective about one’s 
self. 

Be helpful where you can, but 
don’t overdo it. One of the most an- 
noying traits in the world is officious- 
ness. Do not intrude when matters do 
not concern you. 

Finally, recognize and accept the 
fact that no one is going to be liked 
by every human being he meets. 
Sometimes it is altogether impossible, 
even undesirable, to obtain and keep 
the goodwill of some certain indi- 
vidual. The price may be too high. 
One does not sacrifice personal prin- 
ciples to attain the goodwill of 
another, he who requires it is not 
worth it. 

“This above all: to thine own self 


be true, 

And it must follow, as the night the 
day, 

Thou canst not then be false to any 
man.” 


These immortal words from Shake- 
speare’s “Hamlet” may still be con- 
sidered one of the best pieces of ad- 
vice ever given. If one has a mature 
acceptance of his own worth, he will 
naturally bear goodwill toward 
others, and it will follow that they 
will reciprocate in kind. 
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No more frantic searching for papers he took out 
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(Above) Houston, Texas Chapter members recently demon- 
strated their office skill and interest in civic affairs by teaming 
up with management to complete a necessary and vital project 
in their city. Great Southern Life Insurance Company volun- 
teered to mail out 200,000 March of Dimes envelopes. Such an 
undertaking required many hours of their employees’ time, and 
all help was appreciated. Houston Chapter members have been 
enjoying the Great Southern cafeteria facilities for education 
lectures and were happy to have an opportunity to show their 


ae 


(Above) Mrs. Ruth Schlieman, president of Pikes Peak Chapter, 
Colorado Springs, greets Shirley Ferris of Boulder, Colorado, 
president of the Colorado-Wyoming-Montana Division, as a 
highlight of the Pikes Peak Chapter meeting held at the Officer’s 
Club of the United States Air Force Academy. Over 100 NSA 
members from five neighboring Colorado chapters enjoyed a 
buffet dinner and a showing at the Academy’s planetarium. 
Representatives from each chapter present are (left to right): 
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Southernaire Chapter, 





(Above) A highly successful Secretarial Members attending this second annual 
sponsored recently by white collar workshop viewed an exhibit 
Harvey, Illinois. of typewriters from 1890 to the present. 


i 
gratitude. Thirty-eight Houston Chapter members gathered in 
the company’s cafeteria, and in three hours’ time had processed 
60,000 envelopes for mailing. NSA’s help enabled Great South- 
ern to complete the mailing job sooner, and it also served to 
point out again that effective teamwork between secretaries and 
management always results in a worthy achievement. In this 
case, the secretary-management team gave significant aid to 
the March of Dimes project. 





Thelma Coffman, Little-Wood Chapter, Littleton-Englewood; 
Mrs. Gwen Melvin, president, Kachina Chapter of Pueblo; Mrs. 
Telma McGill, president, Boulder Chapter; Mrs. Jane McMor- 
rine, president, Denver Chapter; Muriel Swayze of Denver, vice 
president Colorado-Wyoming-Montana Division; Mrs. Blanche 
Proctor, president, Royal Gorge Chapter, Canon City; Shirley 
Ferris, and Mrs. Schlieman. 
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(Above) Martha Hosfelt of Tappan Tree Chapter, Ravenna, Ohio, Valedic 
torian of the University of Akron’s class of 1959, received a B.A. degree and 
never spent a day in class. Since 1941 she has been enrolled in night classes 
in the Evening Education and Adult Education Division. Her cumulative 
academic average was 3.953 out of a possible 4.0. Martha was presented with 
the Senior Alumni Prize for completing the regular undergraduate curriculum 
with the highest grades and the Alpha Lambda Delta Award for the senior 
woman with the highest scholastic average. She is president of Alpha Sigma 
Lambda, the national evening college scholastic and activities honorary fra- 
ternity. Martha is secretary and office manager for Portage County Engineer 
Paul C. Shafer. Congratulations, Martha. 


(Upper Right) 4 Hawaiian Luau Boss Night was celebrated recently by the 
Atlanta, Georgia Chapter. Pauline Perdue had the pleasure of crowning her 
boss, S. W. Hempstead of B. F. Goodrich Textile Products, the chapter’s 1960 
Boss of the Year. 


(Right) Betty Meckley, photography enthusiast, prepares to snap two fellow 
secretaries, Mrs. Janet Reinard, left, and Mrs. Jean Winters, at a hobby night 
program presented at a recent meeting of the Harrisburg, Pennsylvania Chapter. 
“Buddy” is the wire hair terrier. Mrs. Reinard trains dogs as a hobby and 
Mrs. Winters’ hobby is fishing. 
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CLEAN WATER 
(Continued from Page 12) 


billions of gallons of water not re- 
quired by earlier living standards. 


The explosive population gain has 
been accompanied by an even more 
spectacular boom in industry. Water 
is the most used raw material in our 
factories. One hundred fifty gallons 
of it went into the five pounds of 
paper in your Sunday newspaper. 
The ton of steel in your automobile 
required 285 tons of water in its con- 
version from iron ore. Another 25 
gallons of water went into the refining 
of each gallon of gasoline consumed 
in the automobile. Even the fiber in 
your boss’s summer suit required the 
use of 11,000 pounds of water in its 
creation. Industry is the biggest user 
of this precious resource. 

Agriculture, however, is in close 
second place. Some 36 million acres 
of United States farm lands are now 
under irrigation in the new “push- 
button” farming, using 135 billion 
gallons of water daily. 

Recreational use of water is not a 
consumer of the resource. Yet water 
resource planning must certainly con- 
sider the health and esthetic values 
concerned, for each year the millions 
who enjoy American water sports are 
increasing. Often they must travel 
increasing distances to find clean 
waters for fishing, waterfowl hunting, 
boating, swimming and water-skiing. 
In many places these sports actually 
are pursued in pollution-laden waters 
dangerous to health and damaging to 
expensive equipment. Too frequently 
fish and waterfowl die or become in- 
edible from polluted waters. 

Where will our massive water prob- 
lems end? Are we in danger of run- 
ning out of water? Is there truly 
danger in our drinking water as Good 
Housekeeping magazine proclaimed? 
And if so, what can we do about it? 

Congress itself manifested concern 
by its recent creation of the new 
Senate Select Committee on Water 
‘Resources. Hearings held by the 
Committee at strategic points across 
the country late in 1959 brought out 
local and regional water problems for 
public scrutiny. 

Our 30-inch average annual rain- 
fall, unchanging through the years, 
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gives us a fixed water supply on 
which to reckon. Clearly the resource 
must be managed for the greatest 
good of all uses and users. There are 
practical limits to the number of suit- 
able reservoir sites. There will not 
always be Colorado rivers from 
which we can transport water across 
miles of desert to arid areas such as 
southern California. In many areas 
we have over-mined the underground 
supply. Converting salt water to 
fresh water is still in a state of costly 
experiment, too expensive for wide- 
spread use. At the same time, by 
polluting our streams, we have made 
much of our water supply literally 
useless. 

By 1980, just 20 years hence, the 
United States’ population will reach 
260 million. And we will be using 
600 billion gallons of water a day, if 
we can find it! 

Secretary of Health, Education, 
and Welfare Arthur S. Flemming 
stated the problem in these simple 
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in July 











terms to Congress recently: “We 
don’t stand a chance of meeting our 
accelerating water requirements un- 
less we make marked progress in 
cleaning up our streams and keeping 
them clean. For 40 years we have 
been dumping more pollution into 
the surface water of the nation than 
we have been removing through waste 
treatment.” He pointed out that we 
depend on surface waters for more 
than two-thirds of our water supply 
both for domestic use and for the 
things we eat and wear and use. 

In many areas we have come to 
depend on the re-use of stream waters 
as they flow from city to city. This 
practical solution to water shortages 
will necessarily grow in use. Re-use 
is made possible by modern water 
purification systems. But the job of 
the water treatment plant operator 
becomes more difficult because the 


product he must purify is reaching 
the filtration plant in a constantly 
worse state of degradation. Taste and 
odor problems in many municipal 
water supplies testify to this. Remov- 
ing the wastes from our used waters 
before they are discharged to streams 
—sewage treatment—is the answer. 


The Public Health Service is 
charged with federal leadership in 
pollution control by the Water Pollu- 
tion Control Act of 1956, Public Law 
660. Significant gains have been 
made, but much remains to be done. 
Though more than 1900 sewage treat- 
ment plants have been built with 
Federal construction grant help since 
1956, there remains a $2 billion back- 
log of municipal sewage treatment 
plant construction to be done before 
pollution in our streams is brought 
under control. Industry’s obligations 
with regard to wastes it now dis- 
charges into our streams is about 
equal. 

Many states have yet to develop 
stronger laws and more thorough en- 
forcement with adequate appropria- 
tions and staffs to control pollution. 

Research has yet to find answers 
on how to remove complex new pollu- 
tants, unknown in our waters a gen- 
eration ago, which are not respond- 
ing to conventional treatment today. 
Among these are insecticides, deter- 
gents, and countless other chemical 
trouble makers. 


Even with good Federal and State 
leadership, pollution control must be- 
gin locally with the people of a com- 
munity wanting their waters cleaned 
up. Women’s organizations, in in- 
creasing number, are leading the way 
in public information programs and 
support of pollution abatement legis- 
lation. 


The National Secretaries Associa- 
tion (International), representing 
widely diversified industrial, profes- 
sional, business and domestic inter- 
ests, can be a great influence in 
America’s clean streams movement. 
What better way to bring to life the 
Better Living symbol of NSA’s em- 
blem? What finer letters can sec- 
retaries turn out than the ten which 
spell C-L-E-A-N W-A-T-E-R-S? 
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A good and efficient secretary who must place her 
boss in Pittsburgh will write or wire ahead for a 
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Wi It is an old adage that the indi- cs 


vidual who goes beyond the call of 
duty, or whose services exceed the 
average, attains success. 

This could well be applied to or- 
ganizations. 

One of the stumbling blocks in ac- 
complishments for organizations is 
that the few projects undertaken are 
of equal importance and the terminal 
results are some months removed. 
It is a fundamental law that any 
large project should be broken down 
into its component parts, details ar- 
ranged in their order of importance, 
and a time schedule set for the 
accomplishment of each milestone. 


As a comparatively new organiza- 
tion, we are publicly judged by such 
things as our civic projects, scholar- 
ship funds and workshops. Within 
ourselves we are appraised by the 
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(A speech before Schenectady, New York Chapter) 


When we read some of the sta- 
tistics cencerning women’s relation- 
ship to the nation’s private wealth, 
it is not strange that we should have 
some interest in personal finances. 
Although I do not have at hand the 
most recent reliable statistics along 
this line, I believe those which I am 
about to quote are indicative and 
probably very closely parallel the 
current figures. The figures I have 
state that at the time the analysis 
was made 70 per cent of the nation’s 
private wealth was controlled by 
women; 57 per cent of all savings 
bank deposits were in their names; 
they held title to 40 per cent of the 
country’s homes; they were the bene- 
ficiaries of 80 per cent of the life in- 
surance in force; they made 42 per 
cent of all income tax returns; they 
inherited about 68 per cent of all 
estates. Women spent 80 per cent of 
all money spent for food; 75 per cent 
of that spent for clothing; and 67 per 
cent of money spent for consumer 
goods. Forty-eight per cent of all 
railroad stock was registered in the 
names of women. 

So you see, there is apparently 
some truth in the words of the Irish 
poet, Thomas Moore, who said: 
“Disguise our bondage as we will 
*Tis woman, woman, rules us still!” 
And regardless of statistics, we all 
know we are going to have to handle 
our own finances in one way or an- 
other. 

Have you ever stopped to think of 
how money intrudes itself upon prac- 
tically every relationship and every 
activity of our modern civilized 
world? Have you ever stopped to 
think of the extent to which our 
enjoyment, our very existence for 
that matter, is limited without access 
to the things available only through 
the use of money? If you have, then 
have you not thought it strange that 
we, most of us, spend so much of our 
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by Mrs. Thelma E. Greelis 


Assistant Cashier, State Bank of Albany 


lives in an effort to learn how to earn 
money, to make a living, without 
having any training usually in the 
spending of it. 

Perhaps you do not feel spending 
money, or handling it after we have 
earned it, requires special training. 
I will grant you it does seem to get 
spent regardless of into whose hands 
it comes, but I am referring naturally 
to spending it wisely or to our own 
advantage. 


Keep Your House in Order 

A prominent educator very much 
interested in the subject of personal 
economics says graduates from many 
courses have never operated a per- 
sonal budget or been taught the 
fundamental principles necessary to 
successfully administer their own 
finances. In many cases they have 
been taught how to manage some- 
one else’s affairs before their own; 
they have been served dessert be- 
fore the main course. 


So if we have been going along 
more or less haphazardly, we are 
probably no different from most 
other people. I believe the real harm 
comes when once getting into trouble, 
or once having pointed out to us the 
need for changing our financial 
operation, we do not hasten to en- 
lighten ourselves as to how best we 
may do that. It is true, you know, 
that good business executives have 
realized that any person in business 
is first a human being and can give 
his best only if his own affairs are 
in order. Experience has also shown 
that the same characteristics which 
enable a person to keep his own 
house in order continue immeasur- 
ably to his effectiveness in business. 


The Golden Touch 
The use of money is all the advan- 
tage there is in having money. I am 
sure none of you would be guilty of 


misquoting as so many people do 
“Money is the root of all evil”. The 
correct biblical quotation is “The 
love of money is the root of all evil”. 
There’s quite a difference, you see. 
According to Greek mythology, King 
Midas was not content with his al- 
ready considerable accumulation of 
wealth. He asked the god Dionysius 
a favor: that everything he, Midas, 
touched might turn to gold. This 
worked beautifully until his food was 
changed to gold. Then he begged 
Dionysius to take his favor back. 


Who among us would not at first 
thought long for the golden touch of 
Midas? Think of all the things we 
might acquire; I’m sure we would 
find profitable use for such a gift. 
Yet I’m fairly certain we would 
come to the same point at which our 
Grecian friend Midas arrived. We 
would discover the simple truth that 
gold or money is of little value in 
itself and the worth of money is 
represented by its purchasing power 
or its use as a measure of value. I 
like to think of money as a pass-key 
to things we want. In this sense I 
think we can all agree that its real 
value is realized when it serves the 
individual. 


Economic Status 


I suppose it is the desire of every- 
one, either consciously or uncon- 
sciously, to arrange his income on a 
basis which will give him the most 
possible from the funds at his dis- 
posal. One’s economic status is a 
very large factor in helping to live a 
normal, contented life. Those able to 
plan their finances wisely seem to 
enjoy the good things of life while 
those unable so to manage are likely 
to be unhappy and often in trouble. 


Money is something that is of in- 
terest to almost everyone. It is of 


(Continued on Page 22) 
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“Korney Kernels” 
Chapter Bulletin of 
Cornhusker Chapter, 
Lincoln, Nebraska 


By Dorothy Stepan 
Member of Cornhusker Chapter 


’Twas the night before payday 
and all through the house, 

Not a creature had car fare 
not even the spouse. 


The children were nestled 
all snug in their bed, 

And visions of piggy banks 
danced through my head. 


I crept upon tiptoe 
their room to survey. 
Ah! There on the toy chest 
The piggies did lay! 


Now left foot, now right foot 
as quiet as a mouse; 
Then came a big crash 
which roused the whole house! 


For I, in the darkness, 
had failed to see 

The roller skates Johnny 
had dropped carelessly. 


The kids awoke screaming 
aloud in their fright, 

and the pup’s wild yapping 
broke through the still night. 


But, alas! the worst part 
I still had to face— 

A mother’s raging fury 
at a father’s disgrace! 


So, off to the sofa, 
my blanket in tow, 

In the dog house again— 
for starting the row. 

And the dawn will come early 
and bleak, no spoofin’! 

For minus that car fare— 
you guessed it—I’m hoofin’! 
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PERSONAL MONEY 
MANAGEMENT 
(Continued from Page 20) 


importance in the business of every- 
day living because things people 
want and do calls for money—the 
kind of homes they live in, the food 
they eat, the clothes they wear, the 
trips they take all require money. 

Most people would like to make 
their money go farther; they want to 
use it to better advantage to secure 
more of the good things of life. But 
how? People who get ahead finan- 
cially instead of just “coming out 
even” at the end of the year would 
say they succeed because they plan 
their spending just as they plan other 
things in life. They have learned to 
weigh needs against desires, reject 
temporary pleasures for more perma- 
nent benefits, to choose that which 
will give them the greatest satisfac- 
tion and happiness and to decide 
what they want out of life in return 
for the money they have. In other 
words, they have learned to plan 
and to spend wisely. 


Managing One’s Finances 

Managing one’s personal finances 
means facing one’s financial situa- 
tion squarely and being realistic 
about it. It is not just knowing how 
much is spent, but, rather, it is 
spending according to a definite 
program. It is making one’s own 
tailor-made spending plan to receive 
better value for each dollar and see- 
ing to it that income is used to get 
what one wants out of life. 

I believe there is a simple formula 
which can serve as the basis for man- 
agement of our finances. It is a form- 
ula used in business for years in their 
constant search for economic effic- 
iency or getting the most for their 
money. In keeping with the times, 
we might give the formula the init- 
ials SPC. Spelled out they mean 
Status-Planning-Control. 


Status 

If you do not think the word 
“Status” is an important one, I would 
remind you that “The Status Seek- 
ers” was first on the non-fiction list 
of best sellers for quite a few weeks 
recently. The dictionary defines the 
word as the state or condition of a 
person; state of affairs. The first con- 
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sideration in determining our status 
is to be sure our personal money 
management plans conform to our 
personal situation. We must take 
into consideration our personal 
plans, limitations and ambitions. 

We are told that as early in life as 
possible we should form our own 
“Mental standard of living”. This is 
a free country and everyone can go 
as far and as fast as his abilities and 
ambition will carry him. So in re- 
ferring to Status we mean not only 
things as they are in our daily lives— 
a frank appraisal of our abilities, 
health, heredity and environment— 
but also our Mental Status. Just 
what do we plan to do? Just where 
do we plan to go? This might be 
called the philosophical or mental 
part of the formula. It involves no 
apparent action but sometimes it 
seems to be the key to our entire 
success. I think you will see how 
this is borne out by the success 
stories of people we know or people 
we have read about from all walks 
of life. 


Planning 

The second phase of our formula 
is Planning. The importance of mak- 
ing a budget cannot be overempha- 
sized. A budget is the financial plan 
of a city, state or nation. We, too, 
should have our budgets. Success 
comes from blueprinting and chart- 
ing the future. A budget is the finan- 
cial blueprint of the future. To make 
one requires a careful, thoughtful 
analysis of future expenses and in- 
come. 

We should examine our finan- 
cial future for a certain definite 
period in advance. A year is usually 
the most convenient period. We 
should carefully prescribe how much 
we are going to spend for various 
classified items, basing our decisions 
on past experience and necessarily 
on anticipated income. The classifi- 
cation may be complex or simple. 
Ordinarily a broad, general classifica- 
tion is much better. We should not 
let our enthusiasm for budget mak- 
ing lead us into complications. A 
popular classification has the follow- 
ing broad breakdown: Food, Shelter, 
Clothing, General Operation, Ad- 
vancement, Incidental or Miscella- 
neous. I believe it is rather apparent 


what would come under the first 
three of these headings: Food, Shel- 
ter and Clothing. 

If we live with our family or board 
and room, Food and Shelter would 
probably be scooped up into one 
period payment, weekly, monthly or 
otherwise. If, however, we have our 
own apartment or home, our food, of 
course, is purchased in another way 
and we pay rent. If our utilities are 
not included in our rent, then, of 
course, there are heat and light to 
be provided for. Or if perchance we 
own our own home, taking the place 
of rent are mortgage installment, 
taxes, insurance, property repairs or 
improvements. In the clothing cate- 
gory, we should be careful not to 
overlook the matter of cleaning bills. 

General Operation would include 
such things as medical and dental 
bills, organization dues of any kind, 
bus or other transportation costs in- 
cluding the operation of an automo- 
bile and barber or beauty shop costs. 

Under Advancement would come 
education, books, certain high type 
magazines, church and charitable 
contributions and savings. And the 
last of these items is something that 
should be provided for in the budget 
and not just something that is 
thought about in case there is any- 
thing left over. We are told the 
proportion of income used for Ad- 
vancement is determined by the 
spiritual, mental, social and physical 
phases of one’s life and the character 
of a person is often indicated by his 
expenditures for Advancement. 

Incidental or Miscellaneous ex- 
penses would include such things 
as amusements or entertainment, din- 
ners and vacations. 

The thing I would like to stress 
is that any financial plan that is 
worthwhile must be personal and 
individual. What is satisfactory for 
one would not do at all for another 
with different desires and responsi- 
bilities. And that is the very fact 
that makes planning and budgeting 
a challenge rather than a bug-a-boo. 
It is arranging your finances in a 
way that they will do the most and 
the best for you. Budget making is 
not merely keeping an old-fashioned 
memorandum account book which 
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CPS Study Outline 


(Part Six in a Series of Six) 
SECTION I 
PERSONAL ADJUSTMENT AND HUMAN RELATIONS 


Personal adjustment and human relations implies 
knowing how we should fit into an office situation in 
order to make the best use of our time and ability. It 
implies knowing how to get along with others— 
superiors, colleagues, subordinates, and the public. We 
may need to correct workers regarding their behavior 
or their work. We shall be corrected ourselves. This 
part of the examination is composed of multiple-choice 
questions in which situations are described and for 
which the best and the poorest solutions must be 
chosen. The following outline suggests areas involving 
contacts with others. 


I. Fundamental Principles of Human Relations 
A. Attitudes and conduct 
1. Business ethics 
2. Business and social etiquette 
B. Personal and professional standards 
1. The importance of personal influence 
2. Obligations for professional actions 


II. Professional Growth Through Self-Analysis 
A. Physical qualifications 
1. Physical health 
2. Appearance and personal acceptability 
B. The intangible qualities 
1. The mature mind 
a. Judgment 
b. Mental curiosity 
c. Mental evaluation 
2. The well-balanced personality 
a. Cooperation 
b. Tact 
c. Dependability 
d. Adaptability 
e. Objectivity 


III. Conduct on the Job 
A. Relations with your employer 
1. Carrying out his wishes 
2. Protecting his interests 
B. Relations with other business associates 
1. Those you supervise 
2. Those on your employment level 
3. Other company administrators 
C. Relations with outsiders 
1. Handling callers 
2. Handling visitors 
3. Writing letters and memoranda 


IV. Principles of Supervising Others 
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V. Professional and Personal Standards Outside the 
Office 


A. Relations with friends and family 
B. Relations with your employer and his family 
C. Off-duty relations with fellow workers. 
D. Public relations responsibilities 
1. Attending meetings 
2. Planning and assisting in conventions 
3. Representing your employer 
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SECTION I 


Personal Adjustment and 
Human Relations 


Secretaries Who Succeed 

Becker, Harper & Bros., 1947. This 
is very easy to read in an hour or two. 
It was written by a secretary to de- 
fine the “sixth” sense required of 
secretaries. It gives very specific sug- 
gestions regarding proper attitudes, 
“‘what-to-do-when,” methods of as- 
sisting one’s employer; and it should 
be very helpful to a secretary in help- 
ing her understand her job. 

It clearly defines the significance 
of the secretary’s contribution to her 
employer’s success and happiness in 
helping him conserve his time and 
energy. 

Reviewed by 
Margaret Smith, CPS 
South Miami, Florida 


Human Relations in Business 

Davis, McGraw-Hill Book Co., 
1957. This text is designed for use in 
college courses, management develop- 
ment programs, advanced supervisory 
training, adult education classes, and 
management self-study. It is very in- 
terestingly written, containing num- 
erous charts and illustrations (some 
humorous), footnotes, and examples 
of actual situations illustrating the 
particular human relations principle 
being discussed. 

The book would seem to be of more 
value to male executives and foremen 
than specifically to a secretary. It 
does, however, contain a wealth of 
useful background material in human 
relations and much basic information 
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for Certifying Secretaries) 


about organization charts, flow 
charts, and line-and-staff relation- 
ships. 

A secretary who has never worked 
in industry should find the book 
particularly useful in providing an 
overall view of a typical manufac- 
turing organization. 


Reviewed by 
Charlotte Kaidy, CPS 
Danbury, Connecticut 


Human Behavior in Industry 


Finlay, Sartain & Tate, McGraw- 
Hill Book Co., 1954. Written at the 
beginning college level, this book is 
highly practical and nontechnical. It 
is written from a manager’s viewpoint 
to help a person not so experienced 
in the business world to understand 
what makes people “tick.” Since the 
authors’ backgrounds represent in- 
dustrial engineering, psychology and 
sociology, it is understandable that 
the book is slanted toward human re- 
lations. in the manufacturing, big- 
business phase rather than to one of 
the professions. 


Reviewed by 
Mary L. Matteson, CPS 
Denver, Colorado 


Human Relations in Industry 


Gardner & Moore, R. D. Irwin, 
1955. This book is an advanced text 
for students on the college level. In it 
considerable attention is devoted to 
management’s idea of how an organi- 
zation ought to function. It focuses 
attention on the behavior of em- 
ployees within the system of work 
and how and why friction develops 


among workers and between workers 
and supervisors. 


The chain of command and status 
hierarchies and their significance in 
the work situation is explored. Prob- 
lems involved in passing information 
back and forth throughout the or- 
ganization are described. The func- 
tions and problems at each level of 
employment are explained. 


This book has two chapters which 
cover the role of the union especially 
well. The many factors which have to 
be considered in setting up a fair 
wage policy and how employers re- 
act to the various systems are dis- 
cussed. The role of the personnel de- 
partment is examined. 


Although several chapters are time- 
consuming reading and perhaps not 
as valuable as others, this text is 
considered good background informa- 
tion on the subject in general. 


Reviewed by 
Margaret E. Richardson, CPS 
Denver, Colorado 


Practical Business Psychology 

Laird & Laird, Gregg Pub. Div., 
McGraw-Hill Book Co., 1956. This 
book gives a very well rounded study 
of business psychology in its four 
major parts: personal efficiency, and 
emotional health, and personal leader- 
ship and group cooperation. The use 
of cartoons helps to illustrate the 
points developed in each chapter. 

At the beginning of each part there 
are practical questions to be an- 
swered by the student before read- 
ing further. These questions help the 
student to anticipate some of the 
aspects of the material to be dis- 
cussed. 

Much detailed and helpful infor- 
mation is contained in this book. 

Reviewed by 


Ann P. Blair, CPS 
San Francisco, California 
Katherine B. Sunden, CPS 
Milford, Connecticut 


Marcia K. Rydin, CPS 
Warrenville, Illinois 
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The Road to Secretarial Success 
Place & Strony, McGraw-Hill Book 
Co., 1954. This text is designed for 
students in secretarial practice on 
either high school or college level. 
The first part covers the framework 
of the job of being a secretary and 
deseribes woman’s first entry into 
the business world, tracing women in 
business to the present time. 


The second section of the book 
deals with problems “beyond the call 
of duty”—elementary business law, 
letter writing, reports and graphs, 
conference settings and arrangements 
including speech writing, public re- 
lations, supervision and management, 
and business papers and supplies. 


The third section covers the duties 
of the administrative assistant, execu- 
tive secretary, personnel assistant, 
supervisor and office manager. There 
is a career-building bibliography at 
the end of the book and a suggested 
list of magazines, pamphlets and 
audio-visual aids. Many of the chap- 
ters include fine questions of the 
“what would you do?” type with 
answers. 

Reviewed by 
Genevieve R. Lubbers, CPS 
Des Moines, Iowa 


Psychology: 

Understanding Human Behavior 

Sartain, North, Strange & Chap- 
man, McGraw-Hill, 1958. This text 
is for students on the college level or 
fo ra general reader. It is an intro- 
duction to the principles of psychol- 
ogy with emphasis on the physio- 
logical and biological factors that in- 
fluence human behavior. Explana- 
tions are clear and easily understand- 
able and the text is written as much 
as possible in layman’s language. 

This book would be most helpful 
as a background to the study of psy- 
chology as it explains the basic 
reasons that make people behave as 
they do. There is little emphasis, 
however, on the specific field of bus- 
iness life; and it %, therefore, sug- 
gested that this book be used as a 


THE SECRETARY—March, 1960 


basis for the general study of psy- 
chology only. It is easy reading and 
interesting for anyone who wants to 
learn more about himself as a person 
and what motivates other people. 


Reviewed by 
Patricia R. Neal, CPS 
Milwaukee, Wisconsin 


Understanding People 

Wilson, Administrative —_ 
Associates, 1959. This booklet at first 
reading might appear so simple as to 
be worthless. However, it gives a very 
general analysis of the similarities of 
people, their needs, methods of sat- 
isfying such needs, and the serious 
problems that arise when any one of 
the basic needs is unsatisfied. 


The pamphlet describes the dif- 
ferences in people and things affect- 
ing a person’s behavior. Finally, it 
discusses what we can do in order 
to get along with people. It shows 
how we can control our reactions and 
interpretations and our behavior to- 
ward others and can accept responsi- 
bility for good human relations with 
others. 

The material is very easy to read. 
However, it does not list specific 
cases nor attempt to solve specific 
problems. 

Reviewed by 
Gertrude M. Ruggles, CPS 
North Tonawanda, New York 





EXCERPTS is gleaned from 
chapter bulletins by the District 
Assistant Editors. If your chap- 
ter does not publish a bulletin, 
or if you would like to call 
attention to a particular activ- 
ity or event sponsored by your 
chapter, please furnish such in- 
formation by letter to your Dis- 
trict Assistant Editor. BE 
SURE the Editor and yeur Dis- 
trict Assistant Editor are on 
your bulletin mailing list. 
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PERSONAL MONEY 
MANAGEMENT 


(Continued from Page 22) 


only recites the dismal history of past 
financial indiscretions, but it is blue- 
printing the financial future. 


Controls 

The final key word in our formula 
is Control. Controls irk us sometimes 
but, as you realize, some are neces- 
sary to our health and happiness. 
Modern civilization would probably 
be a rather sorry mess were it not 
for the controls which protect all of 
us. I am thinking of pure food 
standards, health laws, fire regula- 
tions and any number of other con- 
trols which play a part in our daily 
lives. And control is a necessary part 
of the formula for getting economic 
efficiency. 

In connection with this matter 
of control, weekly and month- 
ly reviews of our budgets should be 
helpful in determining, first, how well 
planned they were in the first place, 
and secondly, to what extent we are 
living within them. 

I think of a woman who came to 
me at the bank to borrow quite reg- 
ularly. In fact, at one time she had 
the habit of coming in every time 
she received a bill; she did not seem 
to know what else to do about the 
bill. Finally one day I asked her 
“Where does your money go?” By 
way of answer she replied, “Only the 
good Lord knows”. I am sure she 
was sincere and truthful. 

When I hear people complaining 
about the state of their finances, I 
am often reminded of the story of 
the two men who worked together on 
a construction job. They ate their 
lunch together each day. One day 
as lunch time rolled around and 
they opened their lunches, Bill found 
in his three peanut butter sand- 
wiches, an apple and a piece of 
cake. He expressed some disgust but 
he managed to eat all of the lunch. 
Next day found our two friends at 
the same spot at the same time and 
again upon opening his lunch Bill 
found three peanut butter sand- 
wiches, an apple and a piece of cake. 
This time he was a little more 
vehement about expressing his dis- 
gust; in fact, he ate only one of the 
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sandwiches and threw the other two 
away. The third day lunch time came 
and, you’ve guessed it, Bill found in 
his lunch three peanut butter sand- 
wiches, an apple and a piece of cake. 
This seemed to be more than he 
could take and with one fling of his 
arm the whole lunch went flying far 
away from him. At this point his 
friend, too, was a little annoyed so 
that he said to Bill, “See here, if 
you don’t like peanut butter sand- 
wiches, why don’t you tell your wife 
and have her fix you something 
else?” But the best part of the story 
was Bill’s answer: “You listen to me; 
leave my wife out of this. I make up 
my own lunch.” And, you know, we 
make up our own financial plans— 
or at least we should. 

Now for a few specific factors 
which may be helpful in Personal 
Money Management. I think you will 
recognize the need for each of them. 


Net Income 


A personal budget should be based 
on “net” income or take-home pay. 
It is apparent that we can spend, or 
save, only what we actually receive. 


It Is Necessary to Spend 
Less Than We Take In 


Though it is difficult perhaps to 
find an example of that these days, 
it is a matter of simple arithmetic if 
we are going to keep out of trouble 
or have money in our budget for the 
things which are bound to come 
along—sure as death and taxes. 


Control Your Fixed Expenditures 


Determine what these are, things 
like room and board, rent, taxes, etc. 
before you obligate yourself for any- 
thing else. Determine if these fixed 
expenses which must be met each 
month take all of your income above 
other current operating expenses. If 
so, you have had it and should not 
obligate yourself for anything fur- 
ther. 


Buy Wisely—Spend Intelligently 


This, I believe, is largely a matter 
of common sense; it is something 
about which we learn most or best 
from doing. We get so we know how 
to buy merchandise most wisely both 
with reference to quality and time- 
wise—or at least we should. 


Weigh Temporary Pleasures 
Against Lasting Benefits 

We said earlier the use of money 
is the only advantage in having 
money. This does not mean, however, 
that it is of no use unless it is spent 
on the spot. In fact, the best use is 
often made of it by holding or saving 
it for something in the future which 
will be a great deal more important 
to us than anything we might do 
with it now. 


Put Money Aside for Emergencies 

Emergency, or the true meaning of 
it, is perhaps rather difficult to un- 
derstand when we are young. But 
depend upon it, emergencies will 
arise. Sooner or later there will be 
medical or hospital expense or per- 
haps the sudden need for replacing 
some major item which we had not 
anticipated. A banking authority 
estimated that the average family 
needs financial assistance beyond in- 
come about every three years. Busi- 
ness charts show prosperity is not 
always here. There are fluctuations 
—good times, fair times and bad 
times. It is said we can learn a lesson 
from the squirrels. They store food 
when they can get it for the time 
when they will need it. 


Have a Long-Range Program 

You know progressive business 
does just this. Through research and 
various forms of market analysis 
they project their growth and serv- 
ices five to ten years in advance. 
This does not commit them to the 
projected program but it points the 
way to an established objective. An 
individual is no different. One’s 
knowledge of earning capacity and 
ability, against the background of 
aims and goals in life, give him a 
pretty good picture of what has to be 
done by way of developing a long- 
range program. 

Have a Systematic 
Savings Program 

And the word “systematic” is an 
important one in this bit of advice. 
In the first place, habit is the best 
way of getting to save at all, it is 
about the only way to keep us at it 
and the only way we can depend on 
having the amount upon which we 
plan. 

(Continued on Page 27) 
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WI want to thank the members of 
the International Education Com- 
mitteee of NSA, under the chairman- 
ship of Agnes Carlson of Detroit, for 
the fine work they have done in the 
preparation of the CPS Quickie Quiz 
each month. Since the Institute does 
not release examination questions 
other than examples from Section V, 
Secretarial Skills, this monthly fea- 
ture provides a checkup for those 
reviewing for the examination and 
those who just want to “take inven- 
tory.”” These quizzes are checked by 
an Institute member to be sure they 
are in the same form as the axami- 
nation questions. However, these quiz 


by George A. Wagoner 


Dean of the Institute for Certifying Secretaries 


questions are not subjected to the 
thorough review given every pro- 
posed CPS examination question. 
Every actual proposed examination 
question is prepared and reviewed by 
a committee in one part of the coun- 
try, but it is reviewed again by indi- 
viduals in at least eight other parts 
of the country. In this way differ- 
ences of terminology and in common 
practices are reconciled and the ques- 
tions made appropriate nationally. 

Because the human relations sec- 
tion of the examination involves three 
parts and considerable reading, most 
of my space is being released this 
month in order to permit additional 


Certified Professional Secretary 


material in the CPS Quiz. The key 
is omitted because questions of this 
type provoke much more discussion if 
the intended answers are not pre- 
sented. 

Extra copies of the Secretarial 
Skills section in 1959 as reprinted in 
the November 1959 issue of THE 
SECRETARY are available on re- 
quest from the Institute’s office, 
1103 Grand Avenue, Kansas City 6, 
Missouri. Single copies are sent with- 
out charge and multiple copies at 3c 
each. 


Turn page for CPS Quickie Quiz 








PERSONAL MONEY 
MANAGEMENT 
(Continued from Page 26) 
Keep An Orderly Set of Books 


By that, I do not mean “fancy”, 
but I do mean books that tell the 
story for that is the only way they 
serve their purpose. That is the only 
way we can be sure of what we have 
done—right or wrong. 


Make Money Management A 
Game, Not A Chore 

An interesting thing that star per- 
formers in sports have in common is 
their ability to get fun out of the 
game. It is a chore only to those of 
lesser ability. After years of starring 
as probably the greatest all-round 
bail player of modern baseball, Joe 
DiMaggio, in announcing his retire- 
ment, said: “Baseball has become 
hard work. It is not fun any more.” 
Do you see what I mean? 


Credit 
A factor that should not be over- 


looked in the economic picture today 
is credit—getting and using today 
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that which we pay for in the future 
and which, I believe, very often 
rightfully enables us to enjoy a better 
standard of living sooner than we 
otherwise would. You know, credit 
is worth more than cash because we 
can use it many times over—cash 
only once. 

The two factors taken into con- 
sideration by a credit grantor in 
determining whether or not one is 
entitled to the credit for which he 
is applying are, first, his ability to 
repay as evidenced by his established 
income and his already existing ob- 
ligations, and, secondly, his inclina- 
tion to pay as evidenced by the 
record which he, himself, has made 
for caring for his obligations with 
other creditors according to terms. 

There are various types of credit— 
the ordinary charge account, install- 
ment accounts and the bank loan; 
the latter so often being helpful in 
financing educational expense, hos- 
pital or major medical bills, home re- 
pairs or improvements or the pur- 
chase of a car, major appliances or 
furniture. We would advise doing 


your borrowing from your local bank 
who will have a personal interest in 
you and where the best interest rate 
is available. 

Now, one other thought. We all 
know the average life span has grad- 
ually increased until today a large 
percentage of the population is older 
than at any time in history. We have 
expenses, we have to live, as long as 
we live. 

Now, I have heard of Social Secur- 
ity and all the other things which 
modern Americans have come to 
know and maybe depend upon. 
Somehow I feel, however, that noth- 
ing will ever quite take the place of 
the preparation which we, ourselves, 
make, through savings, bank account, 
annuities or whatever nature. We 
believe that personal initiative has 
built America and I think it is going 
to take quite a bit of it still to pre- 
serve America the way we want it 
to be for our own personal enjoy- 
ment. And so I would just like to 
repeat the slogan of a large insur- 
ance company: “The future belongs 
to those who prepare for it.” 
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CPS 
QUICKIE 


QUIZ 


(Furnished by International Education Committee) 


SECTION | 


Personal Adjustment and Human Relations 


Refer to Certified Personal Secretary by 
Dean Wagoner before taking the quiz. 


Part A—Judgment 


@ The secretary confronted with any 


of the 


situations described below 


would be required to exercise some 


degree 


of judgment. Choose the 


BEST and POOREST solutions to 
each problem. 


1. Your employer has not answered 
a section of a long letter in his 
dictation. 


(a) 


(b 


~ 


~ 


(c 


(d 


~— 


Say nothing and transcribe 
just as dictated, retyping the 
letter if asked to do so. 
Call attention to the omis- 
sion and tell him to dictate 
another paragraph. 

Take it for granted that he 
has his own reasons for not 
answering. 

Call attention to the omis- 
sion and ask if it was in- 
tentional. 


. It is your employer’s habit to 
dictate late in the day. He has 
just given you much more dicta- 
tion than can be transcribed be- 





fore the end of the day. 


(a) 


(b) 


(c) 


(d) 
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Ask him to give you dicta- 
tion early in the day when 
you are fresh. 

Transcribe just what you 
are able and let the rest go 
until the next day. 

Ask him which letters he 
will want to sign that day. 
Simply tell him you will not 
be able to finish all the dic- 
tation that day. 


3. As supervisor of a group of girls, 


you find several are abusing rest 

period privileges. 

(a) Speak to each offender pri- 
vately and ask for her co- 
operation. 

(b) Plan the work so each girl 
will be kept busy every 
minute. 

(c) Have a meeting of the en- 
tire department, including 
the offenders, and stress that 
all personnel must observe 
the rules. 

(d) Ask management to post 
rest period rules in a prom- 
inent spot in the department. 


. One of the executives in your 


office is looking for his secretary. 

You have just seen her in the 

lounge reading a book. 

(a) Tell him you will try to find 
her. 

(b) Say you have no idea where 
she may be. 

(c) Tell him you just saw her 
and mention what she was 
doing. 

(d) Tell him you are sure she 
will return in a minute or so. 


. Several of the girls in the office 


under your supervision are using 

office supplies for personal use. 

(a) Ignore the situation. 

(b) Report the girls to manage- 
ment. 

(c) Issue the supplies in small 
quantities to each girl. 


(d) Speak to the girls about the 
situation. 


. In taking dictation, you notice an 


obvious error in a money quota- 

tion. 

(a) Correct the figure and say 
nothing. 

(b) Correct the figure but tell 
your boss you did so. 

(c) Call the error to the atten- 
tion of your boss. 

(d) Leave the amount blank for 
a cerrect figure later. 


. Your employer is very pleased 


with your secretarial ability and 

praises you in front of the other 

executives and secretaries. You 
know the other secretaries resent 
this. 

(a) Seek help and advice from 
the other secretaries from 
time to time. 

(b) Explain the situation to 
your employer and ask him 
to stop. 

(c) Tell the others you are not 
really as good as your em- 
ployer says you are. 

(d) Ignore the situation and do 
nothing about it. 


. You have heard of a better job 


and wish to check into it, but the 

only time applicants are inter- 

viewed is during your office 
hours. 

(a) Explain the opportunities of 
the position to your em- 
ployer and ask if you may 
have time off for the inter- 
view. 

(b) Say you are ill and ask if 
you may go home, and then 
go for the interview. 

(c) Tell your employer you have 
some personal business to at- 
tend to and ask for a few 
hours off. 

(d) Go for the interview and ar- 
rive late for work without 
notifying your employer. 


. Two important clients from out 


of town come in to see your em- 
ployer about 4:30 p.m. so he 
deides to take them to dinner 
and asks that you join them to 
take notes. You have a previous 
engagement. 

(a) Tell him about your pre- 

vious engagement. 


THE SECRETARY—March, 1960 


10. 


(b) Ask if your date could join 
you. 

(c) Tell him you have previous 
engagment but will break it. 

(d) Break your engagement and 
say nothing about it. 


In using the records of another 

department, you find a statis- 

tical error. 

(a) Show it to the girl who 
made the error. 

(b) Tell the supervisor of the 
department about the error. 

(c) Tell your employer. 

(d) Correct the error and say 
nothing. 


Part B—Personal Characteristics 


Each item below consists of a set 
of four statements which describe 
feelings, behavior, and opinions of 
a secretary. Decide which of the four 
statements in each item would be 
MOST distinctively characteristic of 
a top-level seretary. 


iL. 


(a) Maintaining good health is 

my responsibility to my em- 

ployer. 

I have delayed long enough 

having my glasses changed. 

(c) Six hours sleep a night is 
plenty for me. 

(d) I must form some good 
health habits. 


(a) I sometimes rearrange my 
social calendar to meet the 
demands of my job. 

(b) Promptness is part of my 
Golden Rule. 

(c) Routine work bores me. 

(d) I plan to arrive at the office 
ten minutes early to read 
the morning paper. 


(b 


wa 


(a) When asked to perform a 
task a little out of the ordi- 
nary, I do it pleasantly and 
promptly. 

(b) If one of the junior secre- 
taries chews gum audibly, I 
would ask a close friend of 
hers to suggest that it is an- 
noying to others. 

(c) I appreciate being praised 
for work well done 

(d) It irritates me to have dic- 
tation late in the day. 
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. (a) I set a good example to 


maintain dignity in the 
office. 

(b) I appreciate the trust and 
confidence placed in me by 
my employer and try to 
merit it. 

(c) I am not overconfident. 

(d) I dislike listening to 
another’s problems and be- 
ing asked for advice. 


. (a) I do not forget promises I 


make. 

(b) I am envious if someone else 
receives a special favor. 

(c) I would not violate a confi- 
dence. 

(d) I enjoy the friendship of 
my co-workers. 


. (a) I expect to do my share of 


the disagreeable tasks. 

(b) I am willing to work over- 
time when circumstances 
warrant it. 

(c) I do not panic in a crisis. - 

(d) I show annoyance if inter- 
rupted when typing a long 
report. 


(a) I respect the privacy of 

another’s desk. 

I believe the way to get a 

smile is to give one. 

(c) I am not too concerned if 
one of my fellow workers is 
given more than her share 
of the work load. 

(d) I adjust readily to changes 
in the office procedure. 


(b 


~ 


. (a) I ignore office gossip. 


(b) I work best under pressure. 

(c) I often skip lunch to keep 
an appointment at _ the 
beauty parlor. 

(d) I am willing to teach an 
understudy my job. 


(a) When I am listening, I am 
learning. 

(b) I do not hold grudges. 

(c) I believe in fixing the blame 
on the person responsible. 

(d) Doing my best makes me 
happy and secure in my job. 

(a) When I make an error, I 
usually tell my employer. 

(b) I am sometimes a little slow 
in learning some phases of 
a new job. 


(c) I am respected by all of my 
associates. 

(d) I don’t go out of my way to 
help others. 


Part C—Secretarial Behavior 


Decide which ONE of the following 
statements BEST describes each of 
the situations described below. 

A. A secretary would show out- 
standing initiative and judgment 
in doing this. 

. A secretary would be expected to 

do this. 

. Practice will vary depending upon 
the particular job situation. 

. It would be somewhat inappro- 
priate for a secretary to do this. 

. It would be very inappropriate 
for a secretary to do this. 


1. Miss Jones does not drink coffee 
so, during the break, she sits at 
her desk and manicures her nails. 


2. When the office has a reception- 
ist, the secretary furnishes her a 
list of appointments and informs 
her of revisions during the day. 


3. The employer is to leave for a 
business trip on an early even- 
ing plane. He has left for home 
before the last mail arrives. A 
letter is received requiring an 
answer by return mail, which he 
must personally sign. The sec- 
retary has complete knowledge 
of the situation so she writes the 
letter and takes it to him for 
signing. 

4. Friction is apparent between the 
file clerk and a stenographer. One 
has threatened to air her griev- 
ance when the boss returns from 
a conference. The secretary tries 
tactfully to find out what is caus- 
ing the disturbance to see if she 
can do something to help elimi- 
nate the cause. 

5. A secretary promotes better com- 
pany-community relationship by 
having a complete knowledge of 
the community. 

6. There is a new girl in the office. 
The secretary, besides explaining 
the work detail to her, makes her 
familiar with the operation of the 
company, its rules and benefits, 
knowing that an informed em- 
ployee is a good employee. 


He bo A Bw 
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Why Chow A he 


In the Newsletier, Kingston-Pough- 
keepsie, New York Chapter, Agida 
Serdienis, of Kingston High School, 
gives many reasons why she has 
chosen a secretarial career: 

“Do you like an exciting or a cool- 
calm-and-collected life? Well, you 
can have either if you choose to be- 
come a secretary. Not only can one 
choose the field she wants to work 
in, but she can advance to a most de- 
sirable position, where both the sal- 
ary and the prestige are well reward- 
ing. 

“Business is a functioning organ- 
ism that keeps the world together. 
Politicians may talk, but business- 
men will act, control, and decide the 
destinies of this common-sense coun- 
try. As a secretary, one plays a 
most important role by assisting the 
business executive. When we look 
into the future we fear that the 
secretary’s work will be done by 
delicate machines. But this is not so. 
The business world will always need 
highly-trained secretaries to carry on 
its work. A machine will never take 
the place of a human being. After 
carefully considering the variety of 
work, environment, rewards and per- 
sonal satisfaction gained in this field, 
I have chosen to become a secretary.” 


Aim High! 

The aim of Santa Monica, California 
Chapter is 100 per cent CPS, as evi- 
denced by the complete study outline 
carried in their Sea Breeze recently. 
Good Luck! 


Employee Always Right 


A Munich, Germany hotel has posted 
a sign in each room: “Please be 
courteous to our employes. They are 
harder to get than guests.” Harbor 
Light, Ludington, Michigan Chapter. 


PA Oe We Work-P, rofit! 


San Angelo, Texas Chapter members 
were fortunate in securing the usher- 
ing job at all events at the San An- 
gelo Coliseum for the year, as a ways 
and means project. They also enjoy 
good entertainment while ushering. 


P. crsonall Dok opment 


That is the subject for classes being 
held twice monthly, arranged by the 
Education Committee of Harry S. 
Truman Chapter, Independence, 
Missouri, and announced in The 
Trail Blazer. The classes will be held 
at the home of a member. 


Ch» Vorth ern Neighbor! 


Canada’s population reached an esti- 
mated 17,482,000 last year, an in- 
crease of nearly 400,000 in one year. 
Ontario had the largest growth in 
population, with Quebec and Alberta 
next. 


“a _—e ¢ ” 
estination: Success 


This was the theme for Bryan-Col- 
lege Station, Texas Chapter seminar 
held in January. Members were in- 
vited to “start the New Year off right 
with a resolution to learn more about 
your profession with us.”’ Memorial 
Student Center was the scene for this 
chapter’s second seminar. 


P. ennywisel 


Man can criticize woman all he wants 
to, but we know three things in her 
favor: First, she never wastes two 
dollars worth of shotgun shells in 
order to get a 25 cent rabbit. Second, 
you never heard of one going into a 
restaurant and buying a 50 cent meal 
and giving the waiter a 25 cent tip 
because he smiled at her. Third, 
we’ve never heard of a woman yet 
who will use twenty gallons of gas 
and pay $25 for boat hire to get 
where the fish are not. Southern Ac- 
cent, Old Dominion Chapter, Rich- 
mond, Virginia. 


Sty lish ra ers ! 


According to The Short Leaf, La- 
Pine Chapter, Alexandria, Louis- 
iana, a pencil manufacturer, has now 
distributed pencil-shaped typewriter 
erasers which blend with modern of- 
fice decor or milady’s most chic 
ensemble. They come in delicate 
shades — green and pale pink—with 
brushes to match. 
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Could Be! 


From Texana,; Texas-Louisiana Divi- 
sion, comes this gem of wisdom: 
“When an NSAer reads the story of 
Cinderella to her children, it’s hard 
to enjoy the story for wondering, 
when the pumpkin turns into a 
golden coach, is that regarded as 
straight income or capital gains?” 


Dual Typewriters 


Neboma Chapter, Omaha, Nebraska, 
gives us the following interesting in- 
formation, from The Atlantic Maga- 
zine, regarding the tool of our trade: 
“The Imperial Typewriter Company, 
a British firm, has linked two com- 
plete typewriters side by side, like 
Siamese twins, providing two key- 
boards and double the usual number 
of characters. One keyboard has the 
standard alphabet, the other supplies 
nine-odd additional technical sym- 
bols. The two keyboards share a 
single carriage, which slides back and 
forth on a rail that runs the length 
of the double machine. The typist 
zips the carriage back and forth be- 
tween units as symbols are needed. 
Once accustomed to the machine, 
considerable speed can be made. The 
cost of the dual-unit typewriter is 
two or three times as much as an 
ordinary office machine. Even the 
184 symbols and letters of a dual- 
unit are not enough for a highly 
technical manuscript. The manu- 
facturer has begun work on develop- 
ment of three units for real egg- 
heads!” 


Didnt You Anew ? 


A clock is something they have in 
an office, so you can tell how late you 
wish you weren’t in the morning, 
what time to go out for lunch and 
coffee breaks before, and come back 
after, and how long before you can 
start stopping work by stalling until. 
Conestoga Wag-On, Conestoga Chap- 
ter, Lancaster, Pennsylvania. 


Everybody yp Brestness 


The smallest offices in the world are 
being rented today in Grand Central 
Terminal and Pennsylvania Station, 
New York City. For those who must 
carry their offices in their hats, this 
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service now offers private mailboxes 
where one can get messages as well 
as mail. Also, if you want your phone 
calls answered, mail held or for- 
warded, and letters typed, all of these 
services are to be had for a monthly 
fee. Service is called “Officette’’ and 
gives you an address on Vanderbilt 
Avenue for Grand Central boxes and 
West 33rd Street for Pennsylvania 
Station boxes. This information 
comes from the bulletin of the Buf- 
falo, New York Chapter. 


Gaelic Blessing 


Apropos to the month of St. Patrick, 
we like the Gaelic Blessing used re- 
cently by the president of Rock River 
Chapter, Moline-Rock Island, IIli- 
nois, in The Grapevine: 
“May the road rise to meet you, 
May the wind be always at your 
back, 
May the sun shine warm upon your 
face, 
And the rains fall soft upon your 
fields, 
And until we meet again, 
May God hold you in the palm of 
His hand.” 


Chapter Library With A 
Purpose 


According to The Capital, the Co- 
lumbus, Ohio Chapter library “was 
set up in order to further one of the 
basic purposes of NSA—education. 
In order to make our members more 
conscious of our library and conse- 
quently, the need for more education, 
we plan to give brief comments on 
some of these books in future issues 
of The Capital.” 


Counseling 


The Buzzer reports that an ambitious 
program of counseling for high school 
seniors has been undertaken by Tire 
Town Chapter, Akron, Ohio. Four 
sessions spaced throughout the year 
will be devoted to telephone tech- 
niques, applying for a position, work 
habits and transcription techniques, 
concluding with a panel on job ex- 
periences. Sessions include field trips 
through local industries, and serious 
and humorous skits. Nice way to 
indoctrinate future secretaries. 


Public Opinion 

Everyone in this age of mass com- 
munication is exposed to a multi- 
plicity of ideas. The members of 
Wings Chapter, Dayton, Ohio, re- 
cently learned why some ideas are 
accepted and others rejected in a talk 
on public opinion—how it is formed, 
changed and influenced. It was ex- 
plained with slides how communi- 
cators break through personal filter 
barriers with ideas that reach and 
influence behavior. 


ba as Judges 


Members of Crossroads of America 
Chapter, Indianapolis, Indiana, re- 
cently acted as judges at the Junior 
Achievement Conference in Bloom- 
ington for a secretary of the year 
contest, to select the outstanding 
executive secretary of a corporation 
among the teenagers engaged in Jun- 
ior Achievement activities. Certainly 
no juvenile delinquency here! 











Fame 


“PLASTI-KLEEN” 


—THE NEW, SOLVENT-COATED 
ALL PURPOSE-CARBON 


...to deliver superior copies to the VIP. He 
will be more than impressed and you will 
make the best impression with Golden Dawn. 


This carbon sheet is new, writes better, is 
long lasting, clean, will not smudge or curl. 


Golden Dawn is the carbon sheet you always 
dreamed of, yet never thought possible. 
Now, it is reality and it can be yours for the 
asking. Ask your office manager or stationer 
for Golden Dawn. Or write us for samples. 


OLD TOWN 
CORPORATION 
Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 
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dates to remember — 


Secretaries Week 
April 24-30, 1960 


Secretaries Day 
April 27, 1960 


Certified Professional Secretary 
Examination 


May 6-7, 1960 


15th Annual NSA International 
Convention 


Pittsburgh Hilton Hotel 
Pittsburgh, Pennsylvania 
July 20-23, 1960 


DIVISION MEETING DATES 
Indiana Division Meeting 


Hostess: River Bend Chapter 

Pick-Oliver Hotel, South Bend, 
Indiana 

April 1-2-3, 1960 


Utah-Idaho Division Meeting 


Hostess: Teepee Chapter 
Pocatello, Idaho (Hotel Not Listed) 
April 8-9-10, 1960 


Arkansas Oklahoma Division 
Meeting 
Hostess: Enid Chapter 
Youngblood Hotel, Enid, Oklahoma 
April 16-17, 1960 


Kansas Division 


Hostess: Wyandot Chapter 

The ‘Frown House Hotel, Kansas City, 
Kansas 

April 23-24, 1960 


Illinois Division 
Co-Hostessees: Joliet and Kankakee 
Chapters 
Joliet, Illinois (Hotel Not Listed) 
April 28-29-30, 1960 





Miss Clare H. Jennings 
5146 Berenice Avenue 


Chicago 41, Illinois 


Please enter ( 
Three-Week Tour ( ) 
Two-Week Tour ( ) 


EUROPEAN TOUR APPLICATION 


(DEADLINE: APRIL 1, 1960) 


) reservation(s) for the 


as deposit, 


district 
assistant 
editors 





Great Lakes District, Mrs. Anne Tipner 


c/o AMA, 535 North Dearborn, Chicago 10, 


Illinois 





h : 
Northeastern District, Dorothy Lundblad, CPS 
South Eagleville Road, Storrs, Connecticut 





SRE: | 
Cintitbientines District, Mrs. Velma Thompson 
R. R. No. 1, Box 221, Le Claire, lowa 


I am enctosing payment in thhe amount of $ _ 
which I understand will be returned in the event I am unable to make the 
trip. I understand the balance of the cost is to be paid before June 15, 1960. 


I further understand that the full amount paid will be returned in the event 
I must cancel the trip for good cause. 





Southeastern District, Mrs. Thelma McGrath 
c/o The Courier Journal, Louisville, Kentucky 


AI 22 es ee ee ee 


een, GPA eee, rr 
The above deposit includes the following persons, who are not NSA members: 





|_| | | SE eeseene ig a a AEDS qo 





a 


Gusthidiain District, Mrs. Bernice Goodwin 


Make remittance payable to 
1020 Maple Avenue, Torrance, California 


EUROPEAN HOLIDAY FOR SECRETARIES 
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“T hope you have a good response on this and that many 
of us will have a happy holiday in Europe this summer.” 
Those were the sentiments expressed in a letter from an 
NSA member in the State of New York. 


The NSA Home, Fund Trustees thank this member for her 
good wishes, and all others who have expressed similar 
comments through letters to the Coordinator. To bring 
these members, and all other interested members, an idea 
of the response, this report is being prepared on January 
30, 1960, scarcely six weeks since the announcement of 
the tours was made in the December, 1959, issue of THE 
SECRETARY. Even in that short period of time, the 
response has been most gratifying—in fact, the Coordinator 
prefers to use the word “Overwhelming.” 


Inquiries have been received from 32 states, the District 
of Columbia, and Canada. Tremendous enthusiasm exists, 
as is indicated by the following random quotations from the 
nearly 200 letters received be the Coordinator in that 
6-week period. 








“Who ever would have dreamed that I would be going to Europe this 
summer! Thanks to NSA, a dream will become a reality. My husband 
and I are anxious to get the full details so that we can start making 
plans.” Florida 





“It sounds fabulous, and since my boss returned from almost the iden- 
tical trip this past summer, he highly recommends it.” O} vo 


“The European Holiday for Secretaries . . . certainly caused me to take 
a new look at my 1960 plans.” Massachusetts 











“I am very interested in the European tours—NSA has been a real 
stepping stone to me.” Michigan 


“Just received my December issue of THE SECRETARY, and am 
already dreaming of the possibilities of going to Europe in July. This 
is even better than the & Company catalog for 
wishing!” Florida 














“It sounds so very interesting, and I have always wanted to travel 
abroad. I expect to use my Christmas bonus for this very purpose.” 






































Virginia 
“The trip would be wonderful and interesting, especially with a group 
of secretaries.” Texas 
“It was a thrill to see the article about the European Holiday for 
Secretaries. . . . I plan to go over next summer, and it would be so 
much nicer if I could go with NSA members.” Maryland 











If that enthusiasm has proved contagious and there is not 
time to write for a brochure, just send in the application 
blank. The cost of the 2-week tour is $790 from New 
York; a $150 deposit will hold a reservation. The 3-week 
tour is $790, also from New York, and a $200 deposit is 
required for each reservation. A detailed brochure will 
be sent immediately. 





SEE PAGE 32 FOR APPLICATION 
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